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COMMERCIAL SUBJECTS 


FOR THE YEAR BENDING, JUNE 30, 1939. 


No provision is made in the revised programme of studies 
for a’ special commercial diploma. The commercial subjects are 
classified as regular subjects of the programme, to be selected by 
students looking forward to business careers either as stenographers, 
typewriters, or bookkeepers. School training for these purposes may 
be secured in two ways; either by taking the commercial subjects as 
a part of the regular three-year course leading to the High School 
Diploma, or by continuing a year after the regular three-year High 
School period and specializing in commercial subjects. 


For a training as a stenographer a student in Grade X 
‘should select Stenography, Typewriting, and General Mathematics 1. 
Bookkeeping may be chosen, but is not essential. 


It will be noted that Spelling does not appear as a 
Special subject of instruction. Spelling will be a matter of concern 
in all written work, and the checking of spelling will be a duty of 
all teachers. 


No particular system of Penmanship has been authorized, 
nor is Penmanship a regular subject of instruction. Students who 
' Cannot write legibly and with reasonable speed should be givepy-” — 
remedial training and supplementary exercises in Penmanship. 


Admission. 


Beudedte()) who hold ¢réedit in thirteen (13) units of the 
former programme for Grades IX and X ("6ld course"), and also students 
(2) who have complete Grade IX standing either under the former or 
jeder tne revised fegulations; together with thirty 30 credits in 
Grade X subjects of the revised programme ("new course"), may be ad- 
mitted to a. Special One-Year Course in Commercial Subjects during the 


year 1938-39. 
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Hither Stenography 1 and 2 (10 periods a week) or 
Bookkeeping 1 and 2 (10 periods a week) 


Typewriting 1 and 2 (10 periods a week) 
Office Practice 1 (5 periods a week) 
Commercial Law 1 (% periods a week) 


Additional instruction sufficient to occupy seven (7) periods a 
week, which shall include remedial instruction and practice in 
English, Arithmetic, Spelling and Penmanship. 


There will be no Departmental Examinations in the Subjects 
of this course. Students who have completed the course to the sat- 
Pehaction of the Principal and of the Department of Education will 
be furnished with’a certificate to that effect from the Department. 


In the larger high schools specializing in commercial 
subjects, there will be students who began the "Commercial Course" 
under the former regulations in September 1936, or earliers buu whe 
have not yet completed all of the requirements under those regula- 
tions for second-year and third-year standing. 


Such students may complete these requirements during 1938-39. 
The required third-year subjects will be the following: 


1. English 2 (new course) 
2. Business English and Office Practice 5 (old course) 
S. Becretarial Training 1 “(old eourse) 
4. Bookkeeping and Accounting 2 (old course) 
5. Commercial Law 1 (new course) 
6. Mathematics: 2°'.(old course - commercial) 
-or General Methematics 2 (new course) 
Woagone, electives, academic ‘or “general. 
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"Shorthand is both a language-arts and EM a 

J it is a language-arts subject, mastery of it depends upon e 
at = Jer aaa 45 comprehend both the written and spoken word. 
As a skill subject its mastery depends upon a certain kind of mental 
and manual dexterity." Careful study of the time required to give a 
student with the requisite mental and manual ability a oS a 
training in stenography reveals that two years should be oN ate : 
During the first year the student completes his study of the e ay 
ary manual or Hext.. Ln the second year, easy Sr Seng asrient yee ve 
transcription, leading up to finished Skid “in taking notes she ran- 
Scrubing them accurately and in approved at Pe ee hae AR oo 
agreed that it is the best practice in eo org 7 Yr ar 
the subject of typewriting taught along with stenography an : y : a 
same teacher, the typewriting period immediately EO 2 ee the sten-—, 


ography period. 


Stenography is a vocational subject in the pope that many 
students taking a course in, stenography aim to become stenographers. 
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Business requirements should therefore receive consideration. The 
ae 

traditional school standard of "50% for a pass" is not good enough 

in a business office, where the’ standard of efficiency is much higher 


aiduie objective is 100%. Ine vocational course, Work 4s Ssatiis— 
factory only when it is perfect. 


Hither the Pitman or the Gregg System of Stenography may 


STENOGRAPHY 1 


The theory of the system to be used should be covered dur- 
ing the first year. The teacher should bear in mind, however, that 
the theory of any system is only a means to the end -- that of 
actual facility in writing and the acquiring of a fingertip writing 
vocabulary. To afford training in quick thinking and rapid execution, 
Simple dictation should be given very early in the course. This 
dictation should consist of simple sentences and short letters cover- 
tug the application of the theoretic principles.- Rigid checking is 
Se -envial to insure correct ‘application of the principles. , 


The rave of “dictation at the end of the first year should 
be from 50 to 60 words a minute on material having a syllable in- 
femetoy Of not more than 1.4. 


Textbook: Pitman Shorthand (Canadian Centennial Edition) 


——- 


Reference: Pitman's Shorthand Instructor 


The aim of teaching shorthand by the Functional Method is 
Meu to teach the science of ‘shorthand but the art of shorthand writ- 
ing. The Functional Method of teaching Gregg Shorthand is based on 
the concept that the student should not be required to write any 
shorthand outline until he is thoroughly prepared to write it cor- 


Pectly. Therefore the "reading approach" is used, andcafter (the 
fPorestifour chapters of "Functional Method, Book *i™,; have been read, 
Teor ocucent can start to. write ‘from-dictation. #rom that point he 


reads much and writes more and more; first practised material, and 
later, new matter. 


In attaining shorthand speed, one must remember that one 
can write as fast as. his mind can think the outlines. Hence the 
shorthand learner must be given every opportunity to stock his mind 
with good shorthand characters, every opportunity to use those 
characters correctly, and as little opportunity as possible to use 
Hoaose characters incorrectly. 


The blackboard presentation plays a large part,in teaching 
by the Functignal Method. Skilful demonstration and> the “intebligenc 
use of the blackboard by the teacher are essential. The rules are 
Mey caught to these’ training for stenographers; but for those wish- 
ing to become teachers, a summary of the rules may be given, pre- 
ferably after the attainment of skill in the art of writing. 


Textbook: Gregg Shorthand Manual, Functional Method, Part l. 


Teachers! Reference: Functional Method Dictation -- Teacher's 
Gib os Handbook.. | 


N.B. - Every teacher of Stenography 1. should» study the Teacher's 
Handbook for the Functional Method. 


ep Ale ie 
STENOGRAPHY 2 


In the second year, students should be trained to develop 
Speed. The teacher should review thoroughly the theory at the be- 


ginning of the year's course and thereafter give freguent drills 
Curane the term. 


Candidates will be expected to take Gictation at the rats 
of from 80 to 100 words per minute, the rate depending on the dif- 
Ficulty of the material. The material should have a syllable inten- 
sity not greater than 1.5 and should be free'from technical expres- 
Siouns. 

Candidates will be expected to transcribe their notes on 
ene machine at a rate of approximately 25 words per minute. In 
Marking the transcripts, the teacher should make due allowance tO 
the manner in which the work is arranged. The candidate's notes 
must be handed in with his transcript. and some allowance made there- 
for. Tests should consist of two "takes" at different rates of 
Speed. Each candidate may write on one or both "takes," and shall 
then elect to write back either one or the other. For grading pur- 
poses, the maximum value assigned to the slower "take" should be 
Perey and to the-faster, 100%. 


Textbooks: New Standard Dictation Course - Pitman Shorthand 
Advanced Dictation Course (Pitman) 
Gregg Shorthand Manual, Functional Method, Part II 
Functional Reader (Gregg) 
ipneqiGrers Puplishing Go, furnishes without charge to 
teacherstin schools using the Gregg System - 
The Gregg News Letter, and 
Canadian Gregg Writer. 


Typewriting is a skill which should be learned under the 
Pisepruction, guidance and close supervision of a teacher. Many 


Studies on the acquisition of typewriting skill have been published, 


setting forth several important psychological principles. These 
Pranciples the teacher is expected to apply in such a way that stu- 
@envs are not allowed to proceed with unguided and misdirected pract- 
Hee. As early as possible, the students themselves should begin to 
apply these principles, so that they may check their own errors and 
evaluate their own progress. The development of speed is not the 
primary consideration for beginners but rather the acquisition of 
Perrect habits. The skilled typist requires speed only after long 
practice. ; 


In schools specializing ini commercial subjects, the’ voca- 
tional aim of the course in typewriting will be stressed, and the 
standards of efficiency required in business offices will receive 


consideration. A certain amount of collateral work must be carried 
on concurrently with the technical course in typewriting for the pur- 
pose of giving students a proper background. Skill in typewriting 


connotes much more than the mere ability to operate a machine. 


As the course of instruction advances, not only must stu- 
dents be trained to guard against incorrect habits but they must also 
learn to replace habits of a lower order with habits of a ieee 

. In consequence, some of the primitive operations, as, tor 
ee cde (euemet aes along the banks of keys to a given ea 
should not be carried to the point where they become fixed habits}; 


otherwise they will inhibit the acquiring of newer dnd better habits. 


Records. 


The teacher should have a convenient method of recording tle 
students! progress and attainment, and for grading their work. 
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Progress cards, or graphs, posted on bulletin boards, tend 
to stimulate interest and sustained effort. Graph Chart No.202, 
published by Motivation Charvepe ine. viewed. Towa, is good, but 
rather expensive. 


It is equally important that the student Should keep a re- 
cord of his own work. Let him classify and record his errors ,and 


-analyze them to discover tendencies and underlying causes. -- under 
guidance. 


Anything that keeps the student in competition with HIMSELF 
is worth while: his own record in accuracy, speed, daily output of 
ecceptable work, etc. 


TYPEWRITING 1 


The requirements are as follows: Basic knowledge of the 
machine. The use of the full keyboard. Position at machine; place- 
ment of hands -- parallel, level and correct; finger exercises on 
desk for stroking; necessary mechanisms with skill in using; care of 
Machine; cover, clean keys, oil, brushes. 


For the best students: 


Extra keyboard exercises -- (1) measuring by strokes and 
lines; (2) double lines; (3) line borders and other borders; (4) cen- 
treing, balancing, etc.; (5) calculation of number of lines required 
with gross number of words given. Also speed development by means 
pot accurate stroking. 


—— et 


Speed is not a primary consideration, but students should 
aim at a speed of twenty (20) net words a minute, as measured under 
International Contest Rules. The aim for accuracy should be not more 
tuenw-owo (2) “errors in a half page. ; 


Textbook: Complete Typewriting Course, Part I -- Stuart (Copp 
Clark "Gov) 
Teachers' Referenc Principles and Techniques for Directing the 


Learning of Typewriting -- Odell and Stuart 
(Copp, “Ulark Co'}) 


TYPEWRITING @ 
The work of the second year is critical in the development 
Of a typist, It ought not to be attempted until he is well trained 
in English grammar and all conventions of written English as well as 
in reading shorthand and in typing from ordinary copy. He must know 
how to set up material in acceptable forn. 


The same teacher ought really to have charge of both the 
shorthand and the typewriting for a given group of students. In any 
case, intelligent cooperation between these teachers is essenbvial jy 


Initial transcription may best be from material copied from 
the shorthand textbook to insure its accuracy, yet written by os : 
pupil's hand. A preliminary talk on the special Se eae ved in 
transcription is advisable, warning the *begivner of pittatis 


Always read ae the end of a sentence. One must get the 


thought before transcribing. The student should give back a resume 
of a letter before transcribing it. He should be asked from time to 
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time, "What did the dictator mean or Say in the letter?" The stud- 
ent should read his notes carefully BEFORE Starting to .type them. 
Questions of spelling, punctuation, Capitalizing, paragraphing, set- 
up, and display should be decided in advance. Imperfect outlines sh 
should be retouched or rewritten, and all other uncertainties clear- 
ed up. At NO time should a student be permitted to substitute long- - 
hand for shorthand in his notes, save for the one purpose of noting 
pune “spelling of “proper names, or of technical terms, 


Close supervision will be necessary to prevent lapses into 
bad habits of posture and technique. Avoid the bad habit of reading 
a few words from the notes, then looking at the machine while ty ping 
them, and then stopping to, find the place in the notes again. 


Checking Papers. 


Students should be required to check and grade their own 
work: 
(1) because finding errors in their work is part of their 
training; and because 


(2) no teacher can grade adequately a large number of papers 
and also do the proper amount of real teaching. 


in preliminary lessons, the student should be asked not to 
eupmat exercises for approval until he is satisfied that he has met, 
reasonably well, the requirement for accuracy. After such approval 
eae student’ may be Piven a fairly short accuracy’ test based upon the 
peme exercise. The test is to be examined carefully by the student 
ana Ot to be submitted for approval unless he believes it to be 
acceptable. 


Demonstrating too rapidly. 

Vee we too Mich? .or Goo bas t. 

failing to give clear, definite explanations or instructions. 
Overestimating what is actually known about work already done. 
Tending to penalize instead of correcting helpfully. 
Stressing accuracy rather than technique in early lessons. 
Failing to realize that PROOFREADING is not TEACHING. 
Neglecting the students who are most in need of help. 
Neglecting to subdivide a task sufficiently for beginners. 
Failing to teach the student HOW to study, HOW to concentrate, 
HOW to practice, and HOW to check and avoid errors. 

(11) Neglecting to encourage the student. 
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Balancing, centreing, arrangement. Develop speed to 40 and 
upwards, with accuracy getting major ereait..” 


Letter. placement -- mathematically exact ; relation between 
number of words and placement; letter styles -- finished product te 
with addressed envelopes; handling of statistical matter ; DiS ee 
voices; statements, etc.; setting up printers' OO on ee circulars, ad- 
vertising and’ other material. Card records; stencils. 


Principles of High Speed in Typewriting. 


— 


(1) Each finger must have certain definite keys to control, ‘and 


no others. . 
2) Each finger must be kept near the keys 
3) Finger-movement must be as: independent 


that’ i) contro ss 
as possible of the 


body of the hand. 
(4) The fingers must move independently of each other. 
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) Physical fitness. 

) Correct position. 

) Thorough knowledge of the keyboard. 
) Proper technique. 

) Continuity and ease of Operation. 

) Proper get-away from the keys. 

) Efficient fingering ability. 

) Concentration. 

) Elimination of waste motions. 

) Enthusiasm for high speed. 


Speed Suggestions. 


Matter selected for speed practice should be written over 
many times, slowly enough at first to insure an even touch and ab- 
solute accuracy, and then with speed gradually increase. At least 
a dozen copies should be made of the same matter - 25 or 30 would 
be better. The difficult finger movements in the selected exercise 
Should then be typed through repeatedly, until they have been 
mastered. 

Practise the alphabet till it can be written with regularity, 
eee rate of 15 or more times per minute. — 

Then take a few alphabetic sentences. 

Continue with easy sentences of various kinds until they 
can be written accurately at 60 words per minute. 

Then take some selection of solid matter containing about 
£10 words and try to write it accurately in seven minutes; then 
meouce the time to six minutes; then to five 3 etc. 


Practise intensively on words alone -- on words having 
foe oot Or peculier ‘combinations. Try to attain with. thepe va 
speed of 50 words a minute. Try to increase this speed. 


Use of Ayres 1,000 commonest words is good. 


Words, sentences, and paragraphs dealing with the common 
everyday vocabulary should make up the bulk of the material for 
prectice. 


certain results in speed. 


Complete Typewriting Course, Part II -- Stuart (Copp, 
Clark Co?) 


Teachers! Reference: as for Typewriting 1. 


BOOKKEEPIN 


The first course begins with the theory of debit and 
credit, and the fundamental accounting equation. Lt represents a 
relatively new approach, in which the balance sheet becomes an 
early subject of study as an illustration of the fundamental ‘ 
equation. From these basal ideas the work leads naturally to the 
various types of accounts, the recording arrangement, RE eee ae 
baravion fof “data for accounts through journals. From ager: 
a natural step to the consideration ot loss and gain, and t 
status of the assets and the liabilities in the business. 


dat all times, 
Neatness and accuracy must be stresse 
Attention should always be given to standard forms and methods of 


procedure. 


In the second year, partnership, adjustments eee CON 
treatment of typical procedures. Gapital ac- 


*. Es a ® i 
ures begin, with controlling accounts, and financial 


counts, columnar journals, 
statements develop naturally. 
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In tue third year, the work involves th i 
e recoraine of. tins 
Peoansact.ons .or a company and the peculiar details involved therein. 


This naturally introduces stocks Waa a pean 
dend 
head-office arrangements. : ry ae eee a eee eee 


BOOKKEEPING 1 


vee A thorough explanation of the equation, Assets minus 
Liabilities equals Capital. A thorough class discussion of the book- 
keeping principle, that a change in one asset is reflected by a 
Similar change in another asset or an equal increase in a liability. 
Exercises. 

; 4 hs terns, Debit and Credit, fully explained by use of the 
pomp le, | TY \account; to show the increage’ "and decrease of capital. 
The terms, Profit and Loss. Exercises. 

Classification of Accounts; a complete Survey of the rela- 
tionship existing between Real, Nominal, HartLedly Real} iWartially 
Nominal, and Proprietorship Accounts. Exercises. 

Journalizing fully explained and illustrated. Exercises 
op journalizing. 

The Sales Book (credit and cash sales). 

The Purchase Book (credit purchases), showing a columnar 
Purchase Book. 

Two simple 
Wenwys. Exercises. 

The cheque; the Express Money Order; the Post Office Money 
Order; the Postal Note. Exercises. 
. eavings Account; Current Account; Exchange; Deposit Slips; 
‘pane Fase “Dook; Bank Reconciliation Statement. Exercises. 
. The use of the Sales Ledger for transactions with creditors. 
Exercises. 

; The Megson Lor, an account, eThe-use.of -the folio column. 
Emphasis on 100% accuracy in posting. The Monthly Statement sent to 
Customers. Exercises. 

The Merchandise Sales Account (a summary account posted 
monthly from the Purchase Book). 

The Merchandise Inventory. Exercises. 

The use of the General Ledger for private and impersonal 
accounts. Trading Statement, prepared in the Statement and in the 
Recount Form, Exercises, 


4. 


types of Cash Books for cash receipts and pay- 


Sales Rebates, Purchase Rebates. 
Freight-Inventory, Duty and Brokerage. 

These four accounts should be fully explained and their 
effect on the Trading Statement fully illustrated. Exercises. 


Ulsecaification «of ‘Expenses. 

Selling Bxpenses, Warehouse and Delivery Expenses, and 
Ceneral Administrative Expenses fully explained. Exercises on 
simple Profit and Loss Statements. 


The Profit and Loss Statement. ; 
Prepared in the Statement and in the Account! Porm. 


Exercises on Profit and Loss. 


Classification of Assets and Lia pil Peres 
Lh ifalhl discussion on the difference between Quick or 
Current Assets; Fixed Assets; Deferred and Accrued; and Intangible 


A tS. 
ie Cirvisent! U¥abilitiess. Fixed Liabilities and Reserves fully 


explained. Exercises. 


Discounts. 
Cash Discounts 
Cash Book; how posted to t 
effect upon the Profit and Loss Statements. 


(Sales and Purchase). How recorded in the 
he personal accounts in the ledgers; their 
Exercises. 
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Petty Cash Disbursements. 
A thorough explanation of the Imprest System. Exercises. 


Accruals and Expense Inventories. 

A brief explanation of Accrued Assets, Accrued bisbilitves, 
Deferred Charges, Deferred Credits and Depreciation. These will be 
discussed at greater léngth in the second year's work. Exercises. 


Vocabulary. 


The students! accounting vocabulary should be built up as 
the course advances. 


For the year 1938-39 this course will consist of a study of 
the contents of Canadian Modern accounting, Partly, Chapters. bis ALL, 
mruhothe theory only of Chapter KIII. The practical work of this 
text will be supplemental with additional practice material. 


BOOKKEEPING 2 


The work of the First Year, involving Single proprietorsaip, 
Should be thoroughly reviewed. A partner should then be taken into 
the business, and the work of the second year should be devoted 
dJargely to a study of partnership problems. The following topics are 
Suggestive of the work to be covered: the use of the Journal, Cash, 
Purchase, Sales, and Note Books, as books of original entry; special 
forms of these books (e.g., Synoptic Journal); RéettyeCash Books itrial 
Balance, its merits and deficiencies, Trading Accounts; Profit and 
Loss Statements; closing Entries; Adjustment Entries; the use of Re- 
serves, Depreciation; Good Will; Balance Sheets and their arrangements; 
Single Entry and changing from Single to Double Entry; Partnership 
Settlements, etc. The textbook mentioned for First Year work con- 
tains sufficient material for Second Year classes. 


Textbook: Canadian Modern Accounting -- Complete. 


N.B. - A new textbook for Bookkeeping 1 and 2 is in preparation. 


7 


OFFICE PRACTICE 


Business requires employees who are well grounded in 
English and who can compose in simple direct language. Kkach office 
will have its own system, which the new employee is expected to learn; 
but the employee cannot learn this system rapidly without having had 
@ considerable amount of training of a kind which gives a good found- 


Soon am Orlice practice. 


In the classroom it is important to give the student much 
practice in dealing with situations that approximate very closely to 
thoge, actually found in a business office. There should be a OEE 
of lecture work and a maximum of directed activity. An office routine 
should be planned carefully for the class with the teacher as office 
manager. Hach student will be given a definite assignments ee 
will be approved by the manager only when it meets the exacting ea 
mands of a business office. Assignments - yan ee cas one 

ith words written over, erasures tnavt are i y : 
ieee ee ae, in Enelieh oo aoe recent sR enya ee 
accepted. The standard-size letter Porms; Om spe! 


for all assignments. 


A heavily lined under-sheet facilitates neatness ae bance 
in mechanical set-up of letters until the proper peer 
impressed upon the student's mind. A summary of tex ee ee eer 
précis form is a good exercise. This might be coe ae re 
about two pages daily. Blackboard work is an radars Sie cae a 
keeping in touch with the progress of a See and it g g 
discussional material available to the whole class. 
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ing machines, dictating machines, cheque provectors, 


= Oe 


Hach student should possess a folder in which to place his 
work. As each daily assignment is numbered, the pages can be put in 
strict numerical order. Each group of twenty pages might be stapled 
to form a unit. Units might be clasped or bound within the folder 
to insure facility of access, neatness and system. 


Work should be checked daily. It should take about three 
minutes to check through a series of fifty exercises to detect gross 
errors that mar the appearance of the pages. Detailed checking is 
also necessary, but this is better déne as class work. 


A student should be able to acquire and file about two hun- 
dred pages of acceptable work during the year. He may heve. to do 
two or three times this amount to secure his two hundred pages, which 
Should be accepted only when they have met the required standard. 
After the middle of the year a student should be able to write with- 
out hesitation an acceptable page of material in about seven minutes. 


A student who has to work a second or a third time at each 
assignment should not be permitted to file work until it is nearly 
perfect, but the amount required should be lessened. 


* OFFICE PRACTICE 1 


A, Correspondence. 

Much practice should be given in taking, transcribing and 
filing correspondence, inasmuch as this constitutes the major respon- 
Sibility of a stenographer. Specialized types of correspondence, 
Such as sales letters, collection letters, circular letters, form 
letters, letters of application, letters of introduction. Many let- 
ters should -»be written analyzed, criticized, rewritten and filed. 


Business reports; specialized business correspondence. A 
school paper offers opportunity for practice writing; it also per- 
mits correlations with duplicating devices, management procedures, 
format and layout studies. 


Oral practice should be given in dictating letters. 


B. Office Routine. 


Personal factors: personal appearance, care of office and 
equipment, interviews. 


gy 
Communications services: postal, telephone, telegraph, 
radio. 


Filing: Shipping services, freight, express mail. 


Banking practice and business forms; duties and customs 
procedures; shipping and transportation services; office appliances 
-- their mechanism, care and use; paper eli pe., pins, une yt 

i wri j 1 comptometer, duplicat- 
heir care, typewriters, adding machines, 
a ee ete : files and cab= 


inets; type of manuscripts, ee erect ticatio™ aay 
minutes, legal forms, practice in setting up typewrit ie Bs ees 
from rough manuscripts: office organization; Coe oe lore 
their use; dictionary, gazeteer, directories, telephone 115sts; 


mercial agencies for credit information. 


Textbook: Practical Office Training -- Page (Pitman) 
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HF 1131 A333 SH 1938.2 LAB 
Alberta. Dept. of Education. 
Special regulations of the 

department relating to the commerc 


HF 1131 A333 SH 1938 c.2 LAB 
Alberta. Dept. of Education. 
Special regulations of the 
department relating to the commerc 


Teachers! Reference Books: 


The Business Man4s English -- Bartholomew & Hurlburt 
(Macmillan) 

The English of Business -- Hogar, Wilson, Hutchinson 
& Blanchard (Gregg) 

Effective Business Letters -- Gardner (Ronald Press Co.) 

Commercial Letters -- Opdycke (Holt) 

Handbook of Business Correspondence -- Hall (McCraw-Hill) 

New Business English - Hotchkiss and Drew 

Secretarial Studies, Intensive Course -- SoRelle, Gregg 
and Roszell: (Gregg Publishing Co.) 

Office Practice -- Gregory (Ryerson) 

General Business Training -- Crablee and Slinker 

(South-western Publishing Co.) 

Essentials of Business Baia -- Beattie and Bennett 
(Pitman) 

Applied. Secretarial ee -- SoRelle and Gregg (Gregg) 


SCHEDULE OF CREDITS FOR SUBJECTS OF THE FORMER "COMMERCIAL COURSE" 


(See ones Notice av thoutom. of pagers. of the 
High School Regulations, 1938-39) 


Units of Former Corresponding Units Value under 
"Course" of New Programme Credit System 

Poorekeeping 1 Or 2 wee senee Bookkeepingy Pyare ve eilen ery 5 
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Business English and Office 
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